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5. Select the “Change a Password’ option. 

 
6. Type in your current password on the “Old Password” line. Create a new 

password and type it in for the “New Password” and “Confirm Password” 
lines. New passwords must be 10 characters or more, with one upper case 
letter, one number, cannot be your name or a previous password. For the 
username section, you will see the following “archny\username”. You do not 
need to change this line. Hit Enter. 
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7. To sync the new password with your laptop, hold down the following two 
keys together: Windows icon key + the letter L. This will lock the laptop. 
Type in your new password to unlock the laptop. Your laptop now has the 
new password. 

 This is the Windows Icon Key. 
 

8. Please remember to update any device that contains your Arch email account 
with the new password. 

 Please do not write down your passwords. 
 Do not share your passwords with others. 
 Do not save your login credentials to a web browser. 
 If you have difficulty with this, please give us a call at 646-794-3380 or 

email us at dsc@archny.org to create a ticket (please provide name, contact 
information, and where you currently work). 
 


